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a. Other individuals (e.g. detectives, etc.) may be given access to eTrace and have the ability to 
perform searches and other functions, as needed. Primary responsibility for both entering the 
information and providing results will lie with the Property/Evidence Custodian. 

C. Report: The narrative portion of the case report shall include information detailing the circumstance by which the 
property/evidence came into the employee’s possession. 

D. Packaging and Labeling: The employee submitting the property/evidence shares a substantial amount of 
responsibility for managing the integrity of property/evidence. Correct packaging, recording, and labeling substantially 
reduces the possibility of property/evidence becoming lost, stolen, misappropriated, or damaged. Therefore the 
following practices shall apply: 

1. General Requirements - Packaging : Whenever the employee is submitting property/evidence, all items shall 
be packaged and labeled in such a manner to meet the below listed minimum requirements. 

a. Each item (according to the property screen in Spillman) shall be packaged separately. 

b. Each package shall be labeled with a completed Property/Evidence Tag . 

c. Each possible point of entry to the package shall be sealed and initialed/dated by the person 
submitting the package in order to reduce possible tampering. 

2. Specific Requirements : Refer to Standard 83.2.1. 

3. Corrections : Property/evidence that has been incorrectly packaged may not be received by the Evidence 
Custodian and consumes limited space while it waits for corrections. The rejected item(s) will stay in the 
storage locker until the correction has been made. Therefore, supervisors should ensure that employees 
make the required corrections in a timely manner. 

E. Additional Security Measures: Refer to Standard 83.2.1 for specific handling requirements and Standard 84.1.2 for 
security related to the property/evidence function. 

F. Attempt to Identify and Notify Owners: It shall be the responsibility of the employee taking custody of any 
property/evidence to attempt to identify and notify the owner of the item(s) status. If the owner of an item is not listed in 
the Spillman property screen, the employee shall include information regarding the attempts made to identify the owner 
in the narrative portion of the case report. 

G. Release of Property: Refer to Standards 83.2.1 and 83.3.2 for practices related to the temporary release of 
property/evidence. Refer to Standard 84.1.7 for practice related to the final release of property/evidence. 

84.1.2 Storage and Security 

Principle: The security measures described below limit access to the property/evidence stored by the Federal Way 

Police Department. 

Practices: 

A. Storage Lockers: All employees submitting property/evidence to the Property/Evidence Storage Room shall place the 
item(s) in a storage locker, which locks upon closure, or into the evidence drop box (for small items only). Only the 
Evidence Custodian or his/her designee may provide access to the item(s) in the locker. Refer to Standard 83.2.1 for 
specific practices when using drying lockers and when large or bulky items will not fit into a locker. (CALEA 
Standard 84.1.3) 


Effective Date: 01-01-02 


2 


Revision Date: 03-04-02 
08-25-02 
03-01-05 


04-27-07 

09-14-12 

08-23-16 

























Federal Way Police Department 


Standard #84 


B. Release to Finder: Property, except that which is illegal for the finder to possess, shall be released to the finder if the 
rightful owner is unknown or cannot be located; PROVIDED the finder has complied with all the duties imposed by 
ROW Chapter 63.21 and the release has been approved by the Civilian Operations Manager. The following practices 
shall apply. 

1. When an employee takes custody of found property (valued in excess of $25.00 dollars) he/she shall: 

a. Have the finder complete a Found Property Rights Statement form for all money taken or other 
property the finder wishes to claim. 

b. Attempt to locate and return the property to the rightful owner. 

c. If the rightful owner is not located by the end of the shift, the employee shall submit the property to 
the Property/Evidence Room. 

2. The Evidence Custodian shall: 

a. Take any additional steps available to identify the rightful owner. 

b. Release the property pursuant to RCW Chapter 63.21. 

3. A City of Federal Way employee that finds or acquires any property covered by RCW Chapter 63.21, while 
acting within the course of employment, may not claim possession of the property. 

4. Firearms : It shall be the responsibility of the Evidence Custodian or his/her designee to ensure the person 
receiving any firearm is not prohibited by law to possess a firearm. The Civilian Operations Manager or 
his/her designee shall review and approve all requests to release firearms prior to their release. 

5. Under S25.00/No Claimant or Owner : If any found item(s) is valued under $25.00 AND there is no 
identifiable owner or finder wanting to claim the property it can be destroyed per RCW 63.32.010. 

C. Destruction: The following property, once the final disposition has been determined, shall be designated for 
destruction. The actual destruction of property shall minimally occur at least once a year. 

1. Type of Property : 

a. Controlled Substances 

b. Firearms : Unless the firearm is to be converted for department use or for auction, all firearms that 
are not authorized for release and/or forfeited firearms. 


c. Miscellaneous Property : The Evidence Custodian or his/her designee may destroy all other 
property not released or scheduled for conversion. 

D. Conversion for Department Use / Auctioned: Property/evidence that has been seized and/or forfeited pursuant to 
applicable laws may be converted for department use or sold at auction. The conversion process is described in the 
applicable laws provided below. The Chief of Police must authorize any intended conversion of property for 
department use or property to be sold at auction. 

• RCW Chapter 69.50 

• RCW Chapter 9.41 

• RCW Chapter 10.105 
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• RCW Chapter 46.55 

84.1.8 Property Acquired Through Civil Process 

Principle: The Federal Way Police Department allows the seizure of personal property pursuant to the authority 

granted in the below listed laws. All seized property shall be submitted to the Evidence/Property Room (except vehicles) 
pursuant to Chapter 83 of this Manual. All police officers shall adhere to the practices provided in this Standard when initiating 
the seizure process. 

• RCW 9.41.098 Firearms Forfeiture 

• RCW 69.50.505 Uniform Controlled Substances Act Seizures 

• RCW 10.105.010 Property Involved in Felony 

Practices: 

A. Firearms Forfeiture: Police officers may seize firearms pursuant to RCW 9.41.098. Officers shall familiarize 
themselves with this statute. 

1. Seizure : Police officers often come across firearms during the investigation of possible crimes. When the 
firearm may be seized pursuant to RCW 9.41.098, the officer should seize the weapon. Whenever an officer 
seizes a firearm, the officer shall complete the Forfeiture and Seizure Report and provide the notice of 
seizure. 


a. Evidence : If a firearm is taken as evidence and is also eligible for forfeiture, the officer shall 
complete the Forfeiture and Seizure Report and provide the notice of seizure. 

B. Uniform Controlled Substances Act Seizures: Police officers may seize currency and personal property pursuant to 
RCW 69.50.505. Officers shall familiarize themselves with this statute. 

1. Seizure : Whenever a police officer intends to seize currency or personal property pursuant to RCW 
69.50.505, the officer shall first review the facts of the case with the on-duty supervisor. The on-duty 
supervisor will then contact the SIU Lieutenant, CIS Commander, or other designee in order to obtain 
approval for the seizure. In situations where sufficient facts support the seizure of currency or property, the 
investigating officer shall be responsible for taking possession of the property. The officer shall complete the 
Forfeiture and Seizure Report and perform the service. No seizure may occur without prior approval 
from both the on-duty patrol supervisor and an above described CIS representative. 

a. Currency : When currency that is not considered evidence is seized and submitted to the Property / 
Evidence Building, the officer submitting the currency shall complete a Currency Inventory Report 
and place the currency in a heat-sealed plastic package. All monies will be deposited within 24 
business hours, unless the officer submitting the evidence indicates the money is not suitable for 
deposit. Exceptions (not suitable for deposit) would include: biohazard contamination, dye-pack 
markers, coin collections, further laboratory analysis is required or for other evidentiary purposes 
(as noted by booking personnel). 

i. The Property / Evidence Custodian shall supply a receipt of deposit with a case number 
to the assigned detective once the currency has been deposited into the City / State 
seizure accounts. 

C. Property Involved in Felony: Only police officers currently assigned to the Criminal Investigations Section (CIS) may 
seize property pursuant to RCW 10.105.010. 
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